
Adding Items to your eVA Requisition 
 
 
 

Using the contract number in the „Keywords‟ search field may return contract catalog items. 
If you find the item you need, select „Add to Cart‟ (or „Buy From Supplier‟ if a punchout 
catalog exists). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Or if the supplier has a Punchout catalog ... 
 

 

 

 

 

 

 

 

 

 

 

If Catalog Items are not returned and/or you cannot find your vendor in the catalog 

section, you will need to create a Non-Catalog line item for your item(s). 



Creating Non-Catalog Items 
 
When you need to add an item to your requisition for which there is no catalog to select 
from, click the Create Non-Catalog Item button, as shown on the Add Items screen: 
 

 
 
 
 
 
 
 
 
 
 
 

When the following screen appears, enter the appropriate fields: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The same type of drop down menu appears for suppliers. If you do not see your supplier 

choice in the drop down menu, click “Search for More to conduct a search. 

 
In the Unit of Measure field, you also have a drop down menu available that displays your 
most recent selections. It also provides an “other” option in the event you need to search 
for a new Unit of Measure: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

When conducting a search for commodity description, supplier, contact name (supplier's 

ordering location) or Unit of Measure, you will be presented with a search screen. Key in the 

type of data for which you are searching. For example, if searching for a commodity code, 

you will see the below screen.   Enter a generic description for the item, as shown below, and 

click search. When your particular item appears, click the Select button. 
 
 
 
 

 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

If you are searching for a supplier, you will see a similar screen to the one above. 

 

 
 

When you click the Select button, you will be returned to the Non-Catalog Item screen to finish 

adding data in the remaining fields. 

 



The following screen shows the proper commodity description, supplier, and supplier 
location for the newly added vendor: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

When ordering multiple non-catalog items from the same supplier, it‟s easiest to add the 
new non-catalog item by simply waiting until you get to the Checkout  screen and clicking 
the box next to the line item, then clicking the Copy button, as shown below.  Once you see 
the new item, click the box next to it, then click the Edit button to open up a new screen so 
you can make necessary changes to description, quantity, price, etc.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
CAUTION: If adding a non-catalog item to the requisition where you have added a 
punchout item to that same supplier, the system will issue TWO separate orders to that 
supplier/vendor.  This is because the vendor keeps a temporary „cart‟ of your selected 
items at their punchout site and their system is unaware of the added non-catalog item. 


